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ABSTRACT 



This paper discusses what type, if any, of additional 
education employees might need for career advancement, and how to obtain that 
education if it is deemed necessary. Information provided includes the 
following: questions to ask of college admissions offices, transferring 
credits, checking out employer educational benefits, determining financial 
impact, planning ahead, and what one can do with different types of degrees. 
(KC) 
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Career Advancement: Should I Return to School? 

What is Career Advancement? 

There are many reasons why adults return to school. One of the major reasons is 
advancement. Advancement may mean different things to different people. It may 
mean entering the workforce, receiving a title change, promotion or salary increase in a 
present job, or obtaining a new job or additional responsibilities. Advancement 
sometimes requires more education or training. You must decide if the benefits of 
advancement are worth the cost and effort. 



You may begin your career with or without a high school diploma or GED, with a 
certificate or associates degree, or with a four year college degree behind you. Whatever 
your personal situation, there are several questions you should answer in order to decide 
if further training or education can be worthwhile for you. 

What Will It Take? 

Find out if you need additional education or training to obtain your advancement. You 
might ask your boss, coworkers, and/or the human resources department if work 
experience is sufficient or if coursework is needed. If you need coursework, find out 
what kind of training or education is necessary. 

Where Can I Complete the Training or Education I Need? 

Ask people at your place of work where they received their training and if they would 
recommend the same program to you. If you want a different career, talk with people in 
that field. Feel free to call ICPAC and request “Worksheet for Visiting a Job Site” (IS- 
49). Check your public library for guides to schools. Call ICPAC for information about 
2- and 4-year colleges, proprietary schools in Indiana, and educational requirements for 
occupations. Contact focal colleges, as they may also provide helpful information. 




WhataretheNextSteps? 



Contact the Admissions Offices 



Narrow your choices for education and training to two or three schools. Then, contact the admissions offices and get the 
details on the schools and the programs which interest you. When deciding on a program, make sure the courses you need 
are offered at the location you prefer. Are classes offered through videotape, television, at a local community center or local 
extension campus? Ask how many courses you will need. Can this program be finished in weeks, months or years? Will 
you be able to take courses part-time, full-time, in the evenings, on the weekends, or by correspondence (through the mail)? 
Do not stop asking questions until you have all the answers you need. 



Now ask about admission requirements. As an adult, you may need to meet less competitive requirements than students 
right out of high school. There are several things to keep in mind when going througn the admissions process. 



• Information needed by the school about your previous 
education or training. 

-Ask about sending transcripts from all the schools 
you have attended, including high school and beyond. 

-Do these transcripts need to be official copies or are 
unofficial copies accepted? If you do not have your 
high school diploma, will the school accept a GED 
(General Education Development Test)? 

• Does the school req^e admissions tests? 

-If so, which ones? Tests may include the ACT 
(American College Testing Program Examination), 

^ the SAT (Scholastic Assessment [formerly: Aptitude\ Test), 
p n I or tests specific to the school. 



•Can I get a “jumpstart”? There are several ways in which 
this may be done. 

-Can I transfer credits from another school? 

- Ask about using AP (Advance Placement) credits, 
credits for life experience, or CLEP (College-Level 
Examination Program) in place of some required or 
elective courses. 

-Will credits from former certificates or degrees 
transfer to the new school? 

-Can you receive credits for military training/course 
work or for on-the-job training? 
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•Do I need to write an admission essay? 

-You may be asked to describe your reasons for 
pursuing the degree program, your plans upon 
completion of the program, and/or discuss your 
relevant skills and experience. Contact ICPAC for 
help. We can send you “Writing the College 
Admission Essay” (IS- 15). 



•If there is an application fee, can it be waived? 

-Some schools have an application fee which is 
submitted with application materials. You may 
wish to ask if and when it can be waived. 

•When is the application deadline? 

-Be sure to submit all of your information on time. 
Call the admissions offices to make sure the schools 
have received all parts of your application. 



Ask Your Employer about Educational Benefits. 

Talk with your boss or the personnel department to explore the following questions. Can you work a flexible schedule, if 
necessary, so that you are able to attend class? Does your employer have a tuition reimbursement plan for its employees? If 
so, how many classes will the plan pay for each semester or quarter? Do you need to receive a certain grade or score in the 
class to receive the financial reimbursement? Are there employer scholarships or educational loans for which you are 
eligible? 

Is It Worth It? 



Once you have gathered all of the information you need, weigh the pros and cons of additional training. Is the 
advancement worth the cost in dollars and time? You may want to call ICPAC and request that a Free Application for 
Financial Student Aid (FAFSA) be sent to you. To determine the financial impact of your return to school, begin by 
preparing a budget. Include things such as tuition and fees, books, additional transportation, as well as child care and 
housing, if needed. The Financid Aid Office at the school you are planni^ to attend can give you its “standard budget” 
for adult students with or without families. Also, ask the Financial Aid Office about your digibility for financial aid and 
request all of the necessary forms to complete. For most financial aid programs, financial need must be demonstrated. This 
need is determined as the difference between what it costs to attend college and what you (and your spouse) can pay toward 
those expenses. For more information on financial aid, call ICPAC and ask for “The ICPAC Financial Aid Guide for 
Adult Students” (IS-56). 



Plan Ahead. 



Be sure to plan ahead. Make it as simple as possible to pursue more education and to advance to a higher level job. Keep 
your options open. For example, your present goal may be to complete a one-year Licensed Practical Nurse degree. Later, 
you may want to pursue a Registered Nurse degree. It may or may not be possible to transfer credits from the first degree to 
the second. Ask this question before you begin class work so you can attend a school which accepts the transfer credits in 
case you decide later to begin another degree. If you want to transfer credits, there are several things to keep in mind and 
steps to take: 

•Credits transfer differently from school to school and from program to program (within the same school). 



•If you would like to begin your education at one school and transfer - or complete a second degree at another school, 
maintain contact between both schools in order to determine which credits will be accepted at both schools. For example, 
you may want to begin with a certificate program at one school and complete an associates degree elsewhere. Maintain 
contact with your academic advisor at the first school and the Admissions Office at the second school. In other words, 
make sure you know the steps you need to take to reach your goals and how the intermediate steps will help you reach your 
final goal. 



•Once you enroll in an academic program, you have many resources available to answer your educational and occupational 
questions. You may want to use some of these resources: ICPAC, your academic advisor, the Admissions Office, the Career 
Planning and Placement Office on campus, or the Office of Returning Students on your campus. 



What Can I Do With Different Types of Degrees? 

On the following pages, clusters of occupations are grouped by career field and by education level. These may give you an 
idea of some options to consider. The careers are listed under the minimum education required. After achieving one level, 

J rou may be able to advance to a higher level in your career field by completing more education. Further education may 
ead to greater job responsibilities or a promotion. This is only a brief list of occupational possibilities that are available to 
you. Wherever you are in your educational path, keep the above steps in mind as they will help you make decisions that 
are right for you. 




l/.S. Department of Education 

Office of Educational Research and Improvement (OERI) 
National Library of Education (NLE) 

Educational Resources Information Center (ERIC) 

REPRODUCTION RELEASE 

(Specific Document) 




I. DOCUMENT IDENTIFICATION: 



Title: 






7 



Author(s): 



Corporate Source: a , 7 J 



Publication Date: 




II. REPRODUCTION RELEASE: 



In order to disseminate as widely as possible timely and significant materials of interest to the educational community, documents announced in the 
monthly abstract journal of the ERIC system, Resources in Education (RIE), are usually made available to users in microfiche, reproduced paper copy, 
and electronic media, and sold through the ERIC Document Reproduction Service (EDRS). Credit is given to the source of each document, and, if 
reproduction release is granted, one of the following notices is affixed to the document. 



If permission is granted to reproduce and disseminate the identified document, please CHECK ONE of the following three options and sign at the bottom 
of the page. 



The sample sticker shown below wilt be 
affixed to all Level 1 documents 


The sample sticker shown below will be 
affixed to alt Level 2A documents 


The sample sticker shown below will be 
affixed to £dl Level 2B documents 


PERMISSION TO REPRODUCE AND 
DISSEMINATE THIS MATERIAL HAS 
BEEN GRANTED BY 




PERMISSION TO REPRODUCE AND 
DISSEMINATE THIS MATERIAL IN 
MICROFICHE, AND IN ELECTRONIC MEDIA 
FOR ERIC COLLECTION SUBSCRIBERS ONLY, 
HAS BEEN GRANTED BY 




PERMISSION TO REPRODUCE AND 
DISSEMINATE THIS MATERIAL IN 
MICROFICHE ONLY HAS BEEN GRANTED BY 










A® 












TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC) 




TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC) 




TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC) 


1 




2A 




2B 



Level 1 



Level 2A 



Level 2B 



0 ^ 



t 



t 




Check here for Level 1 release, permitting reproduction 
and dissemination In microfiche or other ERIC archival 
media (e.g., electronic) and paper copy. 



Check here for Level 2A release, permitting reproduction 
and dissemination In microfiche and in electronic media 
for ERIC archival collection subscribers only 



Check here for Level 2B release, permitting 
reproduction and dissemination in microfiche only 



Documents will be processed as Indicated provided reproduction quality permits. 

If permission to reproduce is granted, but no box is checked, documents will be processed at Level 1 . 



Sign 

here,-* 



t^ease 



ERIC 



/ hereby grant to the Educational Resources Infonnation Center (ERIC) nonexclusive pennission to reproduce and disseminate this document 
as indicated above. Reproductio'n from the ERIC microfiche or electronic media by persons other than ERIC employees and its system 
contractors requires permissbn from the copyright holder Exception is made for non-profit reproduction by libraries and other service agencies 
to satisfy information needs of educators in response to discrete inquiries. 


Signature; // a - 

^ 


Printed Name/Position/Title; y . ^ 

KnudsoTA/ yiVecforci>/ ruhlicaJl^ 


Organization/Address: ^ 


Teiephone; ' 




E-Mail Address: f y ^ 

abiu/fsoy, <s • fiJjx 





(over) 



ill. DOCUMENT AVAILABILITY INFORMATION (FROM NON-ERIC SOURCE): 



If permission to reproduce is not granted to ERIC, or, if you wish ERIC to cite the availability of the document from another source, please 
provide the following information regarding the availability of the document. (ERIC will not announce a document unless it is publicly 
available, and a dependable source can be specified. Contributors should also be aware that ERIC selection criteria are significantly more 
stringent for documents that cannot be made available through EDRS.) 



Publisher/Distributor: 



Address: 



Price: 



IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER: 

If the right to grant this reproduction release is held by someone other than the addressee, please provide the appropriate name and 
address: 




V. WHERE TO SEND THIS FORM: 



Send this form to the following ERIC Clearinghouse: 

Associate Director for Database Development 
ERIC Clearinghouse on Adults Career^ and Vocational Education 
Center on Education and Training for Employment 
1900 Kenny Road 
Columbus^ OH 43210-1090 



However, if solicited by the ERIC Facility, or if making an unsolicited contribution to ERIC, return this form (and the document being 
contributed) to: 



ERIC 



-088 (Rev. 9/97) 

PREVIOUS VERSIONS OF THIS FORM ARE OBSOLETE. 



